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Attached Processing Hanual

It is desired thut attached Munuii serve, together with local
directives applicable to your Buresu, as muthoritative guide to S0P
for processing broadeast meteriasl. Attention is ezlled to the follow-
ing items with purticvlar reference to your cperations

1. Use of spelied-out punctuation shovld be reduced to
ninimum, Dse of "hyphen", for example, 1s to be avoided unless
omission creates ambiguity,

2. It is advisable that ull figures, exee;t only in logograchs,
be spelled ovt, perticul:rly in copy to be transmitted by radio-
teletype circuits,

3. Items from different broadcasts, whether from the same
source or not, must not be included in a single message. The term
"Finia® is therefore superfluvous,

4 Adds shovld earry pickup words and an indieation of subjeet
matter (see pages 10 and 11).

5. Fditing of "monitor's verbisge® must be done with extreme
cavtion, particulsrly at Caversham, where consult:stion =ith the
nonitor is generslly impractical,

€. Hequest that editors be instructed to label zll copy uecord-
ing to the categories outlined on papes 12-13 and 19-zZ1.

7. U:e of teru "Single Exceryt" will avoid eonfusion with the
plural "Text Excer;ts.®

8. In trsnsaitting brosdesst copy or correetions in repon se
to queries or orders from cues, suvbordin:tion of the seznosleagment
of query or order to subslug position will avold _.ossible mis—
distribution in Tashington (see pages JU and 21).

9. Of your druft "Editorial snd Gtyle Guide™, sections 15 tarough
22 are approved for local issue,
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